Recording of Staff Working at Home via Managers Self Service on ESR

e Access your ‘Manager’ role via the ESR Portal
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o Select ‘My Team Assignment Information’
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e Select ‘Location’
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o A list of staff in your hierarchy will appear as below:

Location: People in Hierarchy

& TIP Click the action button next to the employee you wish to action. Click the details button for more Information about the employee.
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e Select the staff in question by clicking the ‘action’ button =
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¢ Select the ‘Working at Home’ button as below:

Working At Home

* Location 40904 AlexandraPark Q&
Address Line1l The Court
Address Line2 Alexandra Park
Address Line3 Prescot Road
Town StHelens
County Merseyside
Post Code WA103TP

Country United Kingdom
Change Reason Change of Supervisor
. . Cancel Back Submit
e Click the ‘submit’ button ---

The record is now saved



